CALI FORNI A STATE PERSONNEL BOARD
SPEC! FI CATI ON

COVWPUTER OPERATI ONS
Series Specification
(Establ i shed August 6, 1969)

SCOPE

This series specification describes five eenputer infornmation

t echnol ogy systens operations classes used in State service. C asses
in this series operate the main eonputer i nformation technol ogy
systens console, multiple on-line tel eprocessing systens, auxiliary
consol es, and perlpheral equi prment on eleet+roenic i nfornmation
proeessing technol ogy systens, performtechnical analysis, and may
supervi se or act as a | eadperson for others in the performance of
conputer i nformati on technol ogy systens operating duties. The factors
af fecting position allocation include: the conplexity, scope, and
variety of work; independence of action and decision; size, operating
node, and sophistication of the information processing system
consequence of decision; and supervision exercised and received. The
degree and anount of respon5|b|I|ty for the operations of the nmain
consol e on those systens characterized by nultiprocessing, variable
tasks operations or responsibility for coordination of multiple on-
line tel eprocessing systens, and technical analysis are the basic
factors.

Entry into this series is typically fromoutside State service or from

other State classes performng duties in support of data—processing
i nformation technol ogy systens activities.

Schem d ass

Code Code d ass

LN4O 1353 Conmput er Oper at or

LN25 1560 Comput er Operations Specialist |
LN20 1351 Comput er Operations Supervisor
LN15 1561 Comput er Operations Specialist |
LN1O 1350 Comput er Operations Supervisor |

DEFI NI TI ON OF LEVELS*

COVPUTER OPERATOR

This deep class includes ranges conprising the entry, trainee, and
j ourneyper son/ wor ki ng | eadperson levels in this series. Incunbents in
| ower ranges of the class, under close supervision, learn to operate

* Addi tional information regarding functions perfornmed, conplexity
factors, and scope of responsibility is contained in a separate
docunment titled "Allocation Guidelines."
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the | ess sophisticated eonputer information technol ogy systens
consol es or machi ne control panels; assist in the operation of the
nmore conpl ex eenputer information technol ogy systens consol es or
machi ne control panels; and in response to nessages from cefputer

i nforrmati on technol ogy systens consol es, operate peripheral equi pnent
such as tape units.

As training progresses, incunbents under general supervision may work
with and provide general direction to a small group of conputer
operators engaged in the operation of an eleetronie information

t echnol ogy processing system |Incunbents have primary responsibility
for the operation of the main console on snmall- to nediumsized

i nformati on processing systens, and/or may performtechnical duties in
speci al i zed areas.

COMPUTER OPERATI ONS SPECI ALI ST |

Under general supervision, operates the main eenputer information

t echnol ogy systens consol e on nore conplex nmultiprocessing variabl e
task information processing systens;; coordi nates conpl ex,
multiterm nal teleprocessing systens; and perforns conplex technica
duties in other related areas as assigned, such as use of utility
programs, vendor coordination, scheduling functions, performng
moni toring equi pment mai ntenance tracking and procedure devel opnent,
and asstst assisting with planning and i npl enmenting new or nodified
t el econmuni cati ons networks/systens; the installation and mai nt enance
of conput er/ network hardware; devel opi ng and provi di ng eenputer

i nformati on technol ogy systens operations training. Incunbents may
act in a lead capacity over a snall technical staff.

COMPUTER OPERATI ONS SUPERVI SOR

Under direction, supervises a small- to nediumsized group of ecorputer
i nf or mati on technology systens operations staff in the operations

phase of an eleetronie—computer information systens installation.

COVPUTER OPERATI ONS SPECI ALI ST |
Under direction, in a | arge eleetrenie—econputer i nfornmati on systens

installation, has prinmary responsibility for operating the main
eorputer informati on systens consol e on the nost conpl ex

mul ti processing variabl e task eemputer informati on technol ogy systens
or coordinating conplex, nmultiterninal teleprocessing systens, and/or
perfornmi ng conpl ex technical duties in other related areas as

assi gned, such as assist assisting with planning and inplenenting new
or nodified tel econmuni cati ons networ ks/systens; develep devel opi ng
and previde—eonputer providing information technol ogy systens
operations training; the installation and mai nt enance of
conmput er/ net wor ks hardware; selve and sol ving unusual |y conpl ex

probl ens requiring high vendor/user contact.

I ncunbents nmay act in a |l ead capacity over a small technical staff.
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COMPUTER OPERATI ONS SUPERVI SCR |

Under general direction, plans, organizes, and directs the activities
of a major phase of the operations or admnistrative section of a

| ar ge eleetronie—computer information technol ogy systens installation
or perfornms equival ent supervisory duti es.

M N MUM QUALI FI CATI ONS

ALL LEVELS:

Unl ess ot herwi se stated, experience applicable to one of the follow ng
patterns nmay be conbined on a proportional basis with experience
applicable to the other to nmeet the total experience requirenent.

COVPUTER OPERATCOR
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Either |
Two vears of work experience performng duties conparable to those of
an Ofice Assistant (Range B) in the California state service and at
| east three senester units or four quarter units froma recogni zed
college or university in infornation technol ogy-rel ated cour sewor k.

O 1l
One yvear of experience perforning technician duties in operation,
quality control, or scheduling on an informati on technol ogy system

O 111
Twel ve senester units or eighteen quarter units froma recogni zed
college or university in information technol ogy-rel ated coursewrk or
equi val ent academic training provided froman accredited institution
recognized by the Accrediting Council for |Independent Coll eges and
Schools (ACICS) or the Accrediting Conm ssion of Career Schools and
Col | eges of Technol ogy (ACCSCT). The ACICS or ACCSCT nust cite the
institution as being accredited for the rel evant program bei ng
considered for qualification. (Partial conpletion of the requirenent
may not be conbined with the other patterns to meet m ni num
qualifications.)

COVPUTER OPERATI ONS SPECI ALI ST
COVPUTER OPERATI ONS SUPERVI SOR

Ei ther |
One year of experience in the California state service perforning the
duties conparable to those of a Conputer Operatory+ (Range Q).

O 1l

Fhree—years Ei ghteen nonths of experience perforning the full range of
duties in operating an eleet+enie i nformati on preeessing technol ogy
system or operating a main console in a multiprocessing, variable task
i nformati on preeessing technol ogy system At |east one year of this
experience nust include primary responsibility for the operation of
the main console on informati on processi ng systens.

O 111
Edueation—FE-ther

1. Conpletion of at |east 60 senmester or 90 quarter units at a
recogni zed coll ege or university, of which 12 senester or
18 quarter units are conprised of information technology rel ated

coursework. {Additionral—gualfyingexperiencermay—besubstituted
. I ! o

or
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— Equi val ent
academ c training provided froman accredited institution

recognized by the Accrediting Council for |ndependent Col |l eges
and Schools (ACICS) or the Accrediting Conm ssion of Career
School s and Col | eges of Technol ogy (ACCSCT). The ACI CS or ACCSCT
nust cite the institution as being accredited for the rel evant
program bei ng considered for qualification. (Partial conpletion
of the requirenent may not be conmbined with the other patterns to
neet mninmumqualifications.)

COVMPUTER OPERATI ONS SPECI ALI ST
COVPUTER OPERATI ONS SUPERVI SOR

Ei ther |
One year of experience in the California state service perform ng
duties conparable to those of a Conputer Operations Specialist | or
Conmput er Operations Supervisor |I.

O 1l

Feur Two years of experience performng the full range of duties in
operati ng an eleet+renie i nfornmati on precessing technol ogy system or
operating a nain console in a nmultiprocessing, variable task
i nformati on preeessing technol ogy system At |east one year of this
experi ence nust include operation of the main infornation technol ogy
systens console on nore conplex nmultiprocessing variable task
i nfornation processing systens; coordination of conplex, nmultitern nal

t el eprocessi ng systens; perform ng nonitoring equi pnent nai nt enance
tracki ng and procedure devel opnent; assisting with planni ng and

i npl enenting new or nodified tel econmuni cati ons net wor ks/ systens; the
instal |l ati on and mai nt enance of conputer/network hardware; and
devel opi ng and providing i nformati on technol ogy systens operations
training. and

I L on. , . _
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KNOW.EDGE AND ABI LI TI ES

ALL LEVELS:

Know edge of: Principles, capabilities, and operation of eleet+renie

i nformati on preeessing technol ogy systens and rel ated peri phera
equi pnent .

Ability to: Recognize and work out solutions for operational

probl ens; speak—and—wite communi cate effectively; analyze data; work
cooperatively with others and gain their respect and confi dence;
performarithnetical conputations.

COMPUTER OPERATI ONS SPECI ALI ST |
COMPUTER OPERATI ONS SPECI ALI ST 11

Know edge of: In addition to the above, eleet+renie information
proeecessing technol ogy systens hardware and operating techni ques; basic
concepts of operating systens; nodern office procedures and equi pnent;
met hods of devi sing standard nmachi ne and operator production rates.

Ability to: In addition to the above, react pronptly and
appropriately to unique situations; nmaximze information precessing
t echnol ogy system operating efficiency; and devel op fornms and
procedures.

COVPUTER OPERATI ONS SUPERVI SOR

Know edge of: Heetroente Al of the above, and infornation
t echnol ogy systens operations procedures and equi prent; nethods of
devi si ng operat or production rates; prlnC|pIes of effective
supervi sion and training; the departnEnt S A++++ﬁa%+ve—Ae%keﬁ—PFeg%am
Equal Enpl oyment Qpportunity objectives; a manager's role in the

i Equal Enpl oynent Opportunity and the
processes avail abl e to neet afHrwative—actioen equal enpl oynent
obj ecti ves.
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Ability to: All of the above, and plan, organize, and direct the
operation of a—swaH—-+to—redium-stzed—eleet+ronte an i nformati on
proeessing technol ogy system supervise the work of technical and
clerical assistants; effectively contribute to the departnment's
at-H+rmat+ve—actt+oen equal enpl oynent obj ecti ves.

COMPUTER OPERATI ONS SUPERVI SOR 1 |

Know edge of: All of the above, and principles of organization and
per sonnel managenent.

Ability to: All of the above, and supervise the work of technical and
clerical assistants in a conpl ex eteetronie informati on precesstng

t echnol ogy system

SPECI AL PERSONAL CHARACTERI STI CS

ALL LEVELS:

Frequently assignnents require work on rotation shifts, holidays, odd
shifts, and overtine including evenings, nights, and weekends.

CLASS HI STORY

Dat e Dat e Title
d ass Est abl i shed Revi sed Changed
Conmput er QOper at or 6/ 3/ 65 6/ 12/ 89 - -
Conmput er Operations Specialist | 3/ 20/ 84 6/ 12/ 89 - -
Conput er Operations Supervisor | 6/ 3/ 65 6/ 12/ 89 - -
Conmput er Operations Specialist Il 3/ 20/ 84 6/ 12/ 89 - -
Conmput er Operations Supervisor |l 6/ 3/ 65 6/ 12/ 89 - -

ccd/ sks (Revision 4-26-01)



